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Definition:
The Permanent Fund Dividend (PFD) Manager assists the director with the overall management and strategic planning for the Permanent
Fund Dividend Division and program, and is also responsible for the administration and management of specific division functions.

This is a supervisory class with substantial responsibility for the exercise of independent judgment in employing, disciplining or adjudicating
grievances of subordinates.

Distinguishing Characteristics:
The PFD Manager is a single position job class whose primary duties and responsibilities are to assist the Director of the Permanent Fund
Division with the administration and management the PFD Program. Serving in the capacity of the deputy director, the incumbent applies
broad knowledge and experience with all inter-related PFD functional areas, issues, and operations. The PFD Manager is responsible for
establishing division wide policies and procedures, analyzing overall organizational structure and delivery systems, and developing and
effectively recommending changes and modifications where needed. The incumbent develops methods and procedures to achieve the
division’s goals and objectives, and is responsible for establishing and directing the statewide implementation of the PFD Program directly
and through subordinate staff. While assignments involve planning and coordinating organizational functions affecting the entire division
and program, this position exercises line authority over specific divisional functions rather than all divisional functions.

The PFD is distinguished from the PFD Specialist II by the designated responsibility of the PFD Manager to serve as deputy director of the
division and the direct line authority over specific functions of the division.

Examples of Duties:
Assist the director in the management and strategic planning for the Permanent Fund Division; assist the director in the on-going
development of the division’s vision, mission, and goals.

Assist the Director in managing and allocating resources and developing and implementing medium and long range plans for the PFD
program. Analyze division’s operations, policies and procedures, and program delivery. Work with and direct the management team to
implement strategies and accomplish goals.

Serve as an advisor to the Commissioner of Revenue, the Director of the Permanent Fund Division, and other agencies in matters related
to the PFD Program.

Assist the director with and actively participate in planning and evaluating the information technology needs of the dividend program;
analyze the current system's hardware and software logic and make recommendations to the director and the director concerning the
reliability and viability of the system. Work with programmers to direct and implement system changes.

Assist the director with administrative services relating to fiscal, supply, or personnel matters within the division. Develop division operation
and capital budget needs and participate in the division’s budget development.

Represent the division in court actions, at federal, state and local government agencies, with the news media, the Governor's Office, the
legislature and with the Commissioner's Office.

Testify before the legislature on proposed legislation and matters concerning the PFD Program.
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Serve as the division’s information officer.

Manage and supervise specific areas and staff of the PFD Division. Administer and manage specific program functional areas through
subordinate supervisors.

Advise and direct subordinate managers/supervisors in the application and interpretation of statutes, rules and regulations.

Work with director and managers to compile report information. Develop and write division annual reports.

Serve as acting director in the absence of the director.
Knowledge, Skills and Abilities:
Thorough knowledge of management principles and processes and the interrelationships of organization missions, policies, and objectives.

Thorough knowledge of the analytical and evaluative methods and techniques for assessing program development or execution and
improving organizational effectiveness and efficiency.

Thorough knowledge of: federal and state law regarding taxation, disclosure, computer security and the Permanent Fund Dividend laws.

Considerable knowledge of state regulations, policies and procedures which govern personnel, fiscal, and contractual responsibilities of
position.

Considerable knowledge of the principals of systems and management analysis, and the principles of accounting; personnel management;
budgeting and cost control techniques, and public relations.

Ability to manage the Operations of a multi-million dollar statewide distribution of Permanent Fund earnings; manage the data processing
efforts of the division, to accomplish the preceding two functions by exercise of skills in budgeting, accounting, personnel management,
training, systems and management analysis, program planning, and supervisory management.

Ability to motivate, supervise, review, and evaluate the work of others.

Ability to communicate clearly.

Minimum Qualifications:
A bachelor’s degree from an accredited college
And either
Two years of advanced professional management experience planning, developing, coordinating, and implementing programmatic
functions. The required experience includes work such as, PFD Specialist II, Human Resource Specialist II, Retirement and Benefits
Specialist II and Administrative Manager III with the State of Alaska or the equivalent with another employer.
This experience must also have been in a supervisory capacity.
OR
Two years of advanced professional administrative experience in financial management, business administration, public administration or a
closely related field. This experience must also have been in a supervisory capacity.

Or substitution:
Additional professional level administrative or management experience may be substituted for the required education (three semester or
four quarter hours equals one month of experience).

Note: There is no substitution for the required years of supervisory experience.

Required Job Qualifications:
(The special note is to be used to explain any additional information an applicant might need in order to understand or
answer questions about the minimum qualifications.)

Special Note:

There is no substitution for the required years of supervisory experience.

Minimum Qualification Questions:
Do you have a bachelor’s degree from an accredited college?
And
Do you have two years of advanced professional management experience planning, developing, coordinating, and implementing
programmatic function? The required experience includes work such as, PFD Specialist II, Human Resource Specialist II, Retirement and
Benefits Specialist II and Administrative Manager III with the State of Alaska or the equivalent with another employer. This experience
must also have been in a supervisory capacity.
OR
Do you have two years of advanced professional administrative experience in financial management, business administration, public
administration or a closely related field? This experience must also have been in a supervisory capacity.
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Or Substitution:
Do you have four years in any combination of education from an accredited college (3 semester hours or 4 quarter hours equals one month
of work experience) and professional administrative or managerial work experience?
And
Do you have two years of advanced professional management experience planning, developing, coordinating, and implementing
programmatic function? The required experience includes work such as, PFD Specialist II, Human Resource Specialist II, Retirement and
Benefits Specialist II and Administrative Manager III with the State of Alaska or the equivalent with another employer. This experience
must also have been in a supervisory capacity.

Or Substitution:
Do you have four years in any combination of education from an accredited college (3 semester hours or 4 quarter hours equals one month
of work experience) and professional administrative or managerial work experience?
And
Do you have two years of advanced professional administrative experience in financial management, business administration, public
administration or a closely related field? This experience must also have been in a supervisory capacity.
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